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. pEOCRTSS PEPOT
S PERSONNFL OFFICE
1 October 1950 « 31 December 1951
1. Comospt

The cpexations of the Personnel Office have the aim of ecuipping
the Certrel Intellirence Agency with e program of personnel sduinighree
tion in keeping with ihe cortimuing need to obtain, develop and maintein
an eof fective workin; force to c#rrg on the Arency's otjectives, The
goneral purpose of the persomnel progrer of the fpemcy in t» comtribute
to effective mEmaperent of the Agency's misslon vheigrer the utilisetion
of its persomel resources ars involved, To realire this purvose, the
Personnel Office much operate ar & strong staff unit to cive specisl
attertion to the development, irterpretation anc application of personnal
policies, snd must stimdate supsrvisory line officers to cerry out sound
personnel policles oljectively anc effi&#%ﬁy.

The erganisaticn of the Pareonnel “ffice ie petterned to make 1t
possitls for the Parsomnel I'irector and members of his staff to asclist
in the formulstion sxd coordination of policies anc procecures anxd to
fogter their application through contiruous coneultatlon with opereting
persomrel and throurh prwiding. specislized advice and acsistance. bithe
in this penersl fremswork, the Persormel Office develope stoffing ohiec-
tives with ocperating officizls; conducts a comprehonsive profrmm for
recruiting candidates for ell caterories of /iency positions; undertekes
eareful screening of spplicents to ensure most sppropriste Initisl asslime
monts; is responsible for sponsoring such ineservice policiés snd mgthods
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&% will bring about proper use of the ekills and abillities of the

persons already employed by the Agencys procures and sssigne military
personnel detailed from the Defense Tepartment, ané perforns necessary
administrative work resulting from those aasig_nman’{.s; plans anc acminis-
ters prograns for position classification and wage:establishmnt; providea
exployee counseling and welfare services; furnishes personnel testing
services; plang andé sdministers noneoperational =kills training prosrams;
performs necessary employment recordkeeping operstions; donducts such
personnel rtudies as are essential to support operating progrems and
represents the dgency in liaison activities with the Selective Service
Systen in écmxectian with draft deferment provlems aflecting CIA employees,
the lefsnse Department in connectlon with military personncl detalled to
the Agency, the Federal Personnel Council, the Civil Service Commlaslon,
the State Lepartment, and the United States Employment Service with respect
to mebters of personnel policy ami operations, pnrticularly those relating
to recruitment activitles, ané with the Lureau of Employess Compensation

4n connectlon with compengation claims arising out of CIA employment.

There sre sumnarived below the principal accomplisghments of the

Pergonnel Office during the repori period:

{1} Steffinr goals reflecting actual personnel requirements
ware ¢shablished and plans for personnel recruitment
drasn to accomplish these gosls. Expressed in mumbers
of pew employees to be appointed from September 1951
until June 30, 1952, these plans sstablish the following
quote st
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| New Employee
Suote

September 1951 o 25X1

Total

Realistic programming to obtaein the fgency's manpower requirenents
wae nol gystematically and agiressively tackled until early swumer,
1651, However, even prior toc this time progress vwas mede toward
£1111n; vacant positions, as the following figures show:

On Iuty Strength -

25X1

Octoler 1950
Noveubear

Teceuboy

SROUETY 1551
Februery

March

April

Mey

Jane

July

August

Esptenmber

Oetsber (estimated)
Bovember éestimted?
Pecember (estimaied;

{2) The Defense Dspartuseni has substantially increased the quota
of military personnel detailed to the Central Inteiligence
Agency
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The ceiling on the mumber of such persons serving in this : s
25X1 Agency was expanded £ in effect October 1550) to | .
25X & current total of AT \\

H

(3) The orgenization of the Personnel 0ffice was completely recon- S
structed. The functions of personnel procurement and of clasgl- |
fication anc wage adminigtration were centralized. The remasmln; B
personnel services sud operations were grouped under two units, |
one gerving covert organigational components, ihe other serving
overt organizations. In addition, a staff group was established
to function as &n arm of the Persomnel Lirector to assist in
carrying out effective, coordinated work throughout the Personnel
Office. The mission of thie special staff is to analyze persprnel
aperations and evaluaie results, acting as an internal auditor . o
and comptroller for the Persomnel Lirector, as well as to carfry, =
on studies into new methods. Since its inception in early spmmer \
1951, this staff has completed a comprehensive survey of theé, . Y
policies, organization, and procecures relating to the recrufitment '
of persomnel for Agency positions; the persomnel procurement: activity
was subsequently re-organized in accordance with the ataff's findinga
and récommendations,.

[

i
\e

{L4) Considersbls progress has been mede in simplifyin; and mndmiz-x
ing personnel methods. Uniform procedures have been adopted for |
many operations carried on in the Parsonnel Office which wers B
formerly performed through the employment of separate processes .
by the two operating personnel divisgions iovert and covert)}, L
These improvements have extended to applicant processing opemtion&
personnel transactions and recordkeeping tasks, and the rep:bfrting

- of personnel data. , ,ﬁ *\

{5) Problems anc difficulties formerly experienced by the Ag.encjrin 3
connection with the need to obtain craft deferments or cancella~ | y
tions of calls to active military service for reservists have been . |
elmest wholly liquidated through the working out of patterns of 4
lisison with the Netlonel Selective Service Hesdquarters and with |
the Defense Lepartment.

i

III. ¥%hy It Hes Leen Dons E"

The rapidly expanding scope of the Agency's intelligence and opemﬁx
T e . i
tional aetivities and commitments dictated an accelerstion of personnel !\

operstions Lo supply the correspondingly expended personnsl reqxwent:. V.

i,

The need to strengthen the Persomnel 0ffice to respond to the Agemey's ! -
staffing requirements iz illustrated by the following tatular sumsry of -
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position vecancies in relation to authorised personnel sllotiments at
verious times throughout the periods

Total Par Cent
Authorised of Vacant
m Vacanciss Pogitiong
October 1951
Jamary 1951
4pril 1551
July 1951
- September 1551

In addition, it was neceseary to develop a persomwl organization
oqual to the task of providing personnel support and services to carry
on the dgency mission. In many respects the Agency personrel prcgraﬁ
differs fron the general pnttem of Govermment psrsonnel ectivity. Since
the Agencyts poésitiona are excepted from the Civil Service coupetitive
mteﬁz, the recruitment process 1s designed to locate personnel through
channels outsice the Civil Service register system, Many of the cate=
goriee comprising the Agency position structure represeit occupational
fields unique to tke public service, The sensitive nsture of the Agency's
misslon am tie security aspecte involved contribute tc the recruitment
problems. ;.!‘he prospective fleld of spplicants is graaf.ly curtailed by the
basic requirements mh must be observed befors any individugl may be
eongldered for erployment. The completion of personnel security checks
involves so prolonged time lepses that many applicants accept positions

eleevhere, thus mllifying & consicereble amount of recruituwent effort.
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Mexy candidates for @p}.oyment are rejected for security reasons. Sush

considerations as extra~hzrardous duty, proximity to potential enemies,
lack of health end medical facilities, inadequate liviny conditions,
abgerce of sducationsl and recrestional facilities, anc unfavorstle climates
combine to make recruitment of adequately qualified personnel a difficult
task., The results of current studies disclose that in excess of 30 per
cent of the asplicants for whom appointment procsssing is started fail to
be hired either for security ressons or beceuse of declination on the

part of the spplicarﬂz. '

How 1% Hss Teen None

A11 vork connascted with developing, locating, and drewing upon
sources of vergonrel to keep the Apency staffed was consolidated under
s mingle recrultment lesdership, Whers s total of Damployeas ked been
gllotted formerly to esrry on racruitmm;zt work, the steff wes enlarred to
comprise :lpositions-. In ordar to incresse individual productivity,
recruitment officers have been permanently assisned to prescribed geosraphnic
arear; renerally thelr asslirmments require concentrstion on miﬁc DCCUm
pational catecories or individual dgency organizational segfments. Nw
sources of recrulimert sre developed on a eontimuing basis, At present,
the register of such sources (whieh are rerularly comtacted for genersl or
specific recruitment needs) comprises 615 colleres and universities, 135
vocational arnd trade schools, 2L0 trade and incustrisl estsllichments, and
250 otherfactivitiss {covermment agencies, former 088 officials, etc.)
Irséj.cativé 91‘ the enlarged recruitment actlivity is & comparison btetweesn

the mmber of spplicant files set up during the periods November 1549
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vhere ke Once Stoog ‘ |
In the past the m;im oi the Pamrsnel Cffice in the mi.ml Intel~

ngems Lzoncy Twmo &cma:mlf, reflocted a cowcept of personnel mna,ﬁment.
ap & llmited service ﬁrmtﬁon, existing primarily to locste mr%rszf;e &nd
to process anployment pa.,,;é Sa  iovever, even to o;;er&te in t7is limited
role, the staffing of i ersornel iffice had not been adequate %o cope

I
with the demands msult.i:' i Leow Loe expancing chermcter 31‘ the Lpency's

organization. The ghe ft«m sbafl ol parsonnel technichns has been so
A
preoccupicd with a:;,wubmas operstin, presuures tunt littla, if eny, attenw

tion was devoted to 3furmim trose functions wilch casw;ss & truly

4

constructive persornrel iob. | |

i
b

B

Yhere ke Now “laud \\

detual sppeintmente por montn are tob yet equal o toe A’fz;a::ntaﬂy
qu#tﬁs set Ly the rersom 3‘ Hilce. However, vhen full p aucti aty is
obdasined fro Lhe prase;r:ﬁ\ce:ar;:s o recruitmert olificers {most af’ whon
have bean newl; wiployed the ig,my; these ;cale shouid e mf&t&nﬁaﬁy
exceaded, so tial U, the uﬂg‘c ol Yie current fiscel year most of ‘, the
eﬁrﬁntly exiziing posit _u§ vactincion, ss vell ag those remﬂ_*«;ing from

axployee turnover, should I:rz £11lec or comidtted. In & cition, the other

&

sctivitios and operstions of tho Uersomnel Diflce hwoe Loon sieiled o
iy

i
that they cen te sdegquately ’ig,earad to the exXpanded rocraitacnt progrem.

VII, Wet lemains To Be Tons

is the Personnel Cﬁﬁce eucoseds 1n abtalnin; porsonnel in
i "

-] -
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sdaquate mmbers to meet the Agency's personnel requirements, consideratle
work remmins to be done to shspe & program of sound persornel mane pement
within CIA. It is recopnized that effective personnel recraitauent carmot
be car-icd on in the place of contimuing and sretenotic ineservice place-
ment work to ensure the best use of employees'® abilities ané capacitlies
in the orpranization. };ersonrxel p@curmaent and placement operations, in
perticuler, need to be correlatec with trairing and cereer daveloprent
programs ir srder to create & framework within which amployees nay perf orm 2
mogt cffectivelv, In collaboration with other Zgency offices, considerablu
affort mist be devoted to developing plans for an Ageicy career service,
4nvolving such elements as acpraisal of ermloyee performance, a«d the
igentification and selaétiez: of parscnnel tn participate in prosraus of

Job roteticn end treinive desimed to expend the scope of their imowledves

and stilities in »roparation for apsvming increassd responsibilitles.

b -
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PAOCHESS REPORT
PEHSONNEL OFFICE

7 1 Dctober 1950 = 31 December 1951

The operations of the Personnel Office hsve the aim of equipping
the Central Intelligence Apency with a progran of personnel admini:tra_-
tion in keepine with the contimuing need to obtain, develop and maintain
an effective working force to cerry on the Agercyts objectives., The
gfenerel purpose of the pssrsofzhel program of the Apency is to contribute
to effective manarement of the Agency's misgion wherever the utilization

of its personnel resources are involved. To realize this purpoae,' the
Personnel Office must operate as a strong staff unit to give special
attention to the development, interpretation arnd application of personnel
policies, and must stimilate supervisory line of‘ficezlws to cayry out sound
perecnnel policles olLjectively end efficiently,

The organimt;ion of the Personnel Office is patterned to make it
possible for the Persomnel Director and members of his staff to assist
in the formulation and coordination of policles snd procedures amd to
foster their application through continucus consultation with operating
personnel anc throush providing specislized advice and assistance. Vithe-
in this rerersl framework, the Personnel Office develops steffing objec-
tives with operatin; officiale; conducts a conprshensive progran for
recruiting candidates for sll catefories of Apency positions; undertskes
careful screening of applicants to ensure most appropriate initial sssipne

ment8; is responsible for sponsoring such ine-service policles and methods

DOCUMENT NOQ.
NO CHANGE IN CLASS. (]
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as will brin; siout proper use of the skills ard abilities of the

persons elready employed by the hgencys procureg ard asei;ne military
persomrel cetalled fron the lefense Lepartimert, anc performs roccssery
aduirdetrative work resulting from it ose agsirnments; plens and adminige
ters prosyans for position claesification and usre estailishment: provides
stail leacershin for the administration of an Arency cereer service
}:mr ééaign{ni w6 wicer the scope of competence snc a'ilities of earcer
employeesy provides enployee counseline and wellsre services; urnishas
personvel testing sorvices; plane &5¢ agmiro oL - non~operational skiille
Wreluing prorrans: perforns necesgsary employment recordkeening npaerstionss

conciets such persornel studies asg are escential to sarport opereting

rerang & renresents Lhe Aency in liaison activities wit the Selective
Larvice tystes in cowection with draft deferment orotlema affectine CI4
wisloyees, the Lefenge Deportnment in connection with mil 1‘2;2“ rersonnegl
detailed to tho /Arency, the federel lersormnel Councdl, the Civil “ermvice
torsigsion, the Gtate Departrent, amd the Lnited States Trplevwent Service
with respect to matters of cersornmel policy an¢ operaticis, particulsrly

those relating %o recraitment activities, and with the turean o7 rplovees

.

:ensation in connection with esrpensation clains arisine aut of Cls

Corg

aploysent..

iI, Yhat Has Teen jome

Thore are swmisrized below the srinecipsl aceomnlishments of the
versomnel Uffice durin: the report neriod:

(1) steffin; ;oals reflectin: actual personnel requiremsnte were
culeblished ancd plans far personnel recruitment dravm to
sceorpllsh these [oals. txpressec in mmbers of new emplovees to
ve appointec fros Septenber 195Y until June 30, 1.52, these
ilans estallish the followin: quotas: :
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srecrasaing Lo abtalr the fenev's marpover requiresents
ralicslly src a sressively teckled until early S’!ﬁ*f"ef‘f'3
Seveln, oLen orionr b v'-:is;, time "rorress was rmde Lowan
vacant uoelliors, ae e Collovine £irures ghows

ALY cmawns bh

/
LRI W oanl cennydedly incraaser o guona
Tioemen

Erntier o Lhe Centoral Intell

sk [

PSSO

The cell:nf" on the number of such persons serving in
xoanded jrom|:|(1n effect Cctober 1050) to

this Agency was e
a current ‘rtf)ﬁ}. of r:l

ey e
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position vacencies in relation to mthorized personnel allottments at

g

verious times throushout the neriods

e T
Oetober 1&5%
spril 1551
July 1951
septesiar 1551

In adcition, it was neCesHAry to develop a persommel organization
equel to the tesk of sroviding personnel sumpart and sorvices Lo CRITY
an the Agency mission. In meny respecls the Aromcy personmal progran
differs from the gencrel pattorn of Coverzmemt oerscnmel ectivity. Since
thc 2pency's positions are sxcepted from the Civil lervice expetitive
system, the recyuitrunt process 1s cesimed Lo locate persormel throach
charnels outsice the Civil Service repister system. W of the cate=
(ories comprising the spercy position structure reprosert sccupatiorel
fields unigue to the public gervice. ""fle sengitive mm of the Arency's
misefion and the security sgpocts irvolvec contritute to the recraitoent
protlai. ﬁ*.s progpective fislc of & plicants is grsatldy curtailed by the
tesic requirements which mist be obuerved tefare arny individual may to
congidered for employmert, he copletion of personnel secarity checks
involves so prolonred time lapses that mony spolicanis sccept positions
slssuhere, thus :m?i;lii‘;rs.ng & considerstle amount of recradtment of farte
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Many candidates for employment are rejected for security ressons. Such

| ecenslderations ss extra-hegzardous duty, proximity to potentiel eneries,

lack of health and medical facilities, inmdequate living conditions,
ebepence of educational and recreationel facilities, and unfaveratile
climates combine to make recruitment of sdeguately qualified permonnel &
difficnlt task, The results of current studies dlsclose that in excess
of 30 per cemt of the spplicante for vhom appointmernt processing is started
£831 to be hired sither for security ressons or bhecasuse of declinetion '
on thf; part of the applicants, |
Inherent in the magmitude of the task allotted 1o the Cli is the
regquivencnt of organizationsl effectiveness, Yeceuse such effectiveness
is clossly reletad to the esliber of enrloyees, 1t was recognized that
positive staps would have to be employed to develop a dafinite Apercy
caresr service comeept. Essertial to such 2 progrem is (1) a recruitment
plan for locatine randldstes with specisl promise, (2) the means for
identifying suplayess In the fpency who have potential for further develiops
meat, (3) srrancements for improvine the kuowledges ard abilities of
these persons through tralnisr, rotation end other erperienmcer, are (L) a
body of career benefits adopted to develop Individual incentives and |
chvesr roup idertification,
How It Hms Feen Toms

Al work commected with developinr, locnting, ary’ érawine upon

- @ources of persormel to keep the Arency steffed wes consolidated nncer

- & single recrultment lesdership, vhers s tobsl of Da@loyees kad been

allotted formerly to earry on recriitment sark, tie staff wae eniarged to

’ cwrmmpodﬁom. In order to inerease individuml procuvctivity,

recruitzent officers have been permarently assirmad to prescribed geographic

CONFIDENTIAL
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areas; penmerslly their assipments require concentration on specific cecu-
petionsl catepories or indlvidual Agency orpanizational sesments, New
sourcee aof recruitment are developed on a2 contimuing baszis. At present,
the register of such sources {which are resularly contacted for reveral
or specific recruitment needs) comprises 515 colleres and universities,

135 wvocationsl and trade schools, 2L0 trade snd industriel estsblishments,

and 250 other sctivities {covermment sgencies, former U5Y offilcizle, etc,).

Indicative of the enlarzed recruitment mctivity ls & compariszon between
the mmsber of applicart files set up during the periods No.omber 1She
through Cetober 1950 and November 1950 through October 1591s

Fovember 15h¢ - October 1950
Noverber 1950 - Ceicher 190)

Development of the career service prosrem was initiated throuch the
Directoris degignation of 2 Garcer Service Corndttee of irency officials,
and the estatlishment of a technical =staff in the Personnsl “iffice. The
Chief of this staff group serves as Zxecutive SecTetery to the Committee;
in addition, he providex zenerzl stafl and coordinabin, lesdership for
career service sctivities carried on throughout the fjency.

Where ke Once Stood

In the pest the size of the ?er#anm}. Uffice in the Ceniral Intel-
ligence Apency has generally reflected & comcept of persomml nanapement
sz 8 limited service function, existing mrimarily to locste workers and
o process employwent papers. .lowever, even to operate in ioig limited
role, the staffin; of the Personnel (ffice had rot been adeqguate to cope
with the demands resulting from the exmending character of the Jeency's
orgenisation. The skeleton staff of persommel technicians had been so
precccupied with day-to-dsy operating pressures that litile, Iif any,
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most campetently, In collsboratlon with other Agency offices, con rab}s .
effort must be devoted to inetelling the procecures through whieh the |
Agerncy career service program can function effectively, These procecures
involve such aspects es appreisal »f srployee parfarmame; and the identi-
ficstior and selectlon of persormel to participate in gmgrams of Job
rotatlon e traleing desirnmed to mopard the scope of tielr knouledpes

and abilitles in gzmgmratian for aomwing incressed ragponsibilities,

It will be necessery, slso, to cortirsze end Lo brosden steps which have
Just been started to incorpurate within the tgercy persormel program
general respongilility for persomnel operations pertaining to all tynes

of deep cover persomnel, other then Teld agents and indipencus esployecs,
This extenged responsitility will imclude such functlons as recruitment,

selection, compensation, employee benefits and separstions,

“J“-‘[;/z j?)#’"‘a -5 .
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